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How to complete a Candidate Financial Disclosure Report

PART I: COVER SHEET
The Cover Sheet

Check the appropriate box in the “Type of Report” section.

. Make sure the report is signed by the candidate.
PART II: SUMMARY PAGE
The Summary Page
. Complete the Summary Page after filling out Schedule A and Schedule B.
. The Summary Page is “page 1". Continue numbering the pages from this page. Do not

include the cover sheet when calculating the total number of pages in the report.
Line by Line Instructions

Line 1: Total all contributions listed on Schedule A.

Line 2: Total all expenditures listed on Schedule B.

Line 3: Report your balance from the beginning of the reporting period. It should be equal to the
balance at the close of the last reporting period. (See Line 7 of your last report).

Line 4: Copy the figure from Line 1, Column A.

Line 5: Add Line 3 and Line 4.

Line 6: Copy the figure from Line 2.

Line 7: Subtract Line 6 from Line 5. This number may never be a negative. A candidate may not
spend more money that he or she receives in contributions.

PART IIT: SCHEDULE A

. Report only those contributions received since you submitted your last report. If this is
your first report, list all contributions received since you became a candidate.

. For each contribution report the date it was received, the name and address of the
contributor and the amount of the contribution.

. Contributions of $50 or less do not need to be reported individually. You may lump them
together and report them as a single aggregate figure.

. Contributions of more than $50 must be itemized.

. Report all in-kind contributions as you would any other contribution. The fair market
value and the words “in-kind” should be written under “Amount of Contribution”.

. Schedule A may be copied if more room to report contributions is needed.

. Figure a subtotal for each page and report it in the space provided.

. The “Total Contribution Received” should be the surn of all contributions reported in

Schedule A. If your Schedule A only has one page, the subtotal for the page and the
“Total Contributions Received” will be the same. If you have more than one page in your
Schedule A, add all the subtotals together and report this figure on the “Total
Contribution Received” line of your first Schedule A page.

. Be sure to fill out the information requested in the upper right-hand corner of each page.



Do not begin renumbering with each schedule. The first page of Schedule A should be
page 2 since the summary page was page 1.

PART IV: SCHEDULE B

For each expenditure report the date of the expenditure, the name of the recipient, the
purpose of the expenditure and the amount.

Report all in-kind contributions listed on Schedule A.

Report only those expenditures made since you submitted your last report. If this is your
first report, list all expenditures made since you became a candidate.

Schedule B may be copied if more room to report expenditures is needed.

Figure a subtotal for each page and report it in the space provided.

“Total Expenditures Made” should be the sum of all expenditures reported in Schedule B.
If your Schedule B has only one page, the subtotal for the page and your “Total
Expenditures Made” will be the same. If you have more than one page in your schedule
B, add all subtotals together and report this figure on the “Total Expenditures Made” line
of the first Schedule B page.

Be sure to fill out the information requested in the upper right-hand corner of each page.
Do not begin renumbering with each schedule. : ' '



